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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	Please insert your completed assignment ( in word format)  here:

1. Give answers to the following questions: 

i. Discuss the relationship between time management and the effective performance of individuals in an organisation.

Time management forms the key principle to achieve goals.  As an individual, we need to put some time for our personal needs, as well as for the people around us such as family and friends. The same thing with what we do in an organisation, wherein, we set to put some time into different phases, demands and exposures to our  works.  And so by properly managing our time, we can effectively utilise our available hours for effective performance. 


    	ii. How do managers use appropriate skills to resolve conflicts?

“There are two approaches to resolving workplace conflict. First, you can seek to minimize it by fostering a healthy, communicative organizational culture. Second, you can skillfully resolve it once issues arise.”

“…tips to address and resolve conflicts at work:

· Expect disagreement …
· Define roles and responsibilities …
· Decide what’s important …
· Assume positive intent …
· Avoid socializing and disagreement …
· Clarify concerns …
· Focus the dialogue on understanding the other person’s viewpoint …
· Address the people in a non-confrontational manner …
· Control your emotions …
· Accept responsibility …”

Source: Mark Schnurman https://www.nj.com/business/index.ssf/2011/11/resolving_workplace_conflicts.html [Accessed: 17/12/18]


   	iii. What is the importance of problem-solving skills for managers?

One of the essential qualities of a good manager is to have a good problem-solving skills.  Most leaders varies in their approach to solve a certain problem. However, standard approach goes with the following stages:

“
· Define the problem …
· Brainstorm alternatives …
· Choose the best strategy …
· Implement your solution …”

Source: https://www.careerbuilder.com/advice/what-are-problemsolving-skills-and-why-are-they-important [Accessed: 17/12/18]


 	iv. How does good diary management support effective time management? 

Having a good diary management is some kind of planning of “things to be done” in the coming times or days.  By marking activities in a diary or a planner, we could see a clear view of our pending tasks which we could prioritise, make strategies and execute actions.   
	

 	v. How do you know when you are stressed? 

You feel stressed when there are multiple competing demands of things or tasks to be done.  Such situation triggers high blood pressure, worry, fear, anxiety, stomach upset, feeling nervous etc.  Uncontrolled stress could lead our health into danger.






 	vi. Outline the effective measures to control stress.

Some effective stress management techniques which helps to control stress are as follows:

· Get a rest – getting a rest such as a good sleep will give you fresh mind and energy.  
· Goal setting – prioritise things and eliminate non-bearing burden to your purpose or things to be accomplished.  
· Plan and take action – Make a plan or direction to follow in order to efficiently use ideas, time and effort.
· Reflect and move forward – reflection of precedent cases could give us insight in solving problems with recurring situations.


 2. “Time management is, in part,  a tool for stress reduction.” Discuss.

Time management could be a tool for stress reduction. We are usually occupied with so many aspects in our day to day living.  There are always some activities to do or to fulfill with our family and friends, our job and our hobbies.

[bookmark: _GoBack]Time management is a process of organising and planning to apportion some of our time to tasks or activities to be done. And so if we have an active life, we usually balance our lifestyle to give time to family, work, hobbies and community. For example, the bulk of our time during Monday to Friday usually goes to our work in the daytime, the rest in the evening usually goes to our family or home.  Our time during weekends and holidays usually goes to our family, friends, hobbies and community.  With so many things to attend to, we have to effectively apportion our time with the different frames in our life in order to lessen stress.  

In focusing our situation in our job, there’s no other best thing to do than to make a list of all important things to be done in a day’s work.   We need to prioritise things to be done based from our routine and goals for the day.  Unnecessary interruptions from things or people around us should be avoided.  Allow some time at the end of the day for a winding up stage and make a review of a  day’s work.


Case Study
Question

1. Identify and list Alison’s time management problems.

· Poor organisation and planning – this could be seen in her forgetfulness (e.g. forgetting notes from work and not setting an alarm clock to wake up at a desired time) and no direction to complete a purpose of finishing her assignment.




· Failing to set a personal goal – her “goal” to finish her assignment before Wednesday was not set.  As such,  she failed to make as a “must” her activities relating to her lessons. She did not set aside other personal things, which she could have done later.  Actually, untimely activities were the one she prioritised and instead, she left her lesson activities.

· Poor prioritisation – she failed to do a priority of list of things to do (from Friday to Wednesday, the date of submission of assignment). During those days, she made some wrong priorities of activities with friends, family and socials which she could had temporarily set aside for a while.  It is academic that she should continue reading to get some ideas to help her do her assignment  but only after an hour of reading on Friday, she went out to visit some friends, and then the next day, Saturday, she did some softball activities with teammates.  On the later part of Saturday, she neglected again her awaiting lessons when she continued spending the rest of the day  celebrating the game they won with colleagues.


1. List five strategies and explain how Alison might use these to overcome her time management problems.

Some standard techniques for time management which are applicable to Alison’s situation are as follows:

· Set a goal – she should strictly marked Wednesday as her completion and submission date of her assignment. She should organise and plan.

· Make a schedule – she should do “things to do” list so as to have a clear view of how far she’s gone and what else to be done.
This will give her a guide to catch up if she’s falling behind the schedule. If she’s doing it much faster then she can have some breaktime  or an option to wind up physically and mentally. Given some excess time, she could manage to have some socials with her free time  which will not interrupt the completion of her assignment.

· Prioritise – since her goal is to finish and submit her assignment in the near coming days, then she should made it as her priority. She should set aside for a few days her friendship, hobbies and socials. She should do more effort to reach her tutor instead of going out for socials.  She should only squeeze some times for these other activities if it  won’t affect her time table to finish her goal.

· Blocking interruptions – other than avoiding unnecessary social activities, she should also develop the habit of blocking interruptions such as social medias, unnecessary phone calls et.al.

· Avoid procrastination – she should stay focus on finishing her goal.  If the lessons are hard, she should not loose her interest or motivation to move forward.  She should develop an “I can do it” attitude,  find some ways to cope and do the best that she could.
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